Change Your Password

<, =
Prtingnat®
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During New User Registration your password is sent ERENES _ [ i [=] B3| i Eileen H McDonald
to your email. If you do not know your CalATERS B cuarers File Edt View Sot Help

password, refer to Forgot Your User ID or Password
instructions. To change your password, sign in to
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California Automated Travel Expense Reimbursement System ;
. From the top of the Work Queue, click ' Prafilg jcon.
new user ? Meww User Registration l
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\ AT trouble signing in? Help is here
e | | CalATERS button. o
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From the CalATERS web site at At the Sign In screen, key your User ID and system
) assigned password, then click
www.calaters.ca.gov, click Canrers __J | Sonin |
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Click on Last e | Lo e password
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Ermail address:| nmedonaid@sco ca.goy Re-enter password
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To change your password, click on the tab titled Password must have a minimum of 4 and a

Click the . PrepareSubmi For I button Change password maximum of 14 characters (either letters or
numbers).
. Submit Password Change Request
Click the it
button.
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STEP 7

@ |Options | Finishert |

Prepave for | Submit tor | Change password |

Change your sign in passwor,
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\l) Your password request has successfully complated.

Re-enter passwored: | s+

[ Submit Password Change Request “l

Change Your Password

STEP 8

A confirmation “Success!” screen will appear, Click

. Your new password is now in effect.

Click the M button at the top right of the
screen to exit Options,
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“Type of Ré:ql_aesfor': [Employee 3

Last name:[McDanald
First name:| Eilzen Ifl| L

Ermail address.lm
Busines:s Phone!| 916-444-4444
CB Description: |R01 RankiFile - AdminiFiraniStatt Sves _'_l
‘au are enrolled in Diect Depost [N =]

Finished | Cancel | PreparedSubmit Forl

Click the ﬂ button at the bottom left of the

Profile screen.
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